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1) Introduction

It is essential to read this guide carefully before you select an essay topic or begin your research. Most students find it difficult to write essays and this guide is designed to help plan your research and structure your essay. Even if you are experienced in writing essays, this guide is still indispensable, since it outlines the formal requirements for art theory essays. Different University subjects, courses or disciplines do not necessarily follow the same bibliographic format or requirements for citation of sources.

If you did well with your school essay writing do not assume that you will automatically succeed with tertiary writing. Some students find that the gap between school essays and academic essays is more like a chasm: since the emphasis in tertiary writing shifts substantially from the simple presentation of facts to interpretation and critical analysis. Also, it is not uncommon to read student essays from secondary school level in which material is taken, unacknowledged, directly from text books, the Internet or teacher notes. Such practice is unacceptable in tertiary writing and is regarded as plagiarism, which is a serious transgression in academic writing. There will be more on plagiarism later in this guide. 

2) The essay form

An essay is a written exposition or elaboration of your view on a particular topic, subject or issue. Within a stipulated length, usually 1200 to 3500 words, your essay will consist of a clear statement of what you think about a particular issue or topic followed by a logical argument supported by strong, well-documented evidence. The essay is also an important learning process and assessment instrument, since when you begin your research on a selected topic you often have no idea of what your view or argument will be. 

The process of research, planning and writing of your essay helps you shape, clarify and finally expound your thinking or analysis. Many notes and several drafts of your essay might have to be written before your argument or perspective on a particular topic falls into place. This is why it is imperative to allocate enough time in your study programme for writing preliminary drafts. Students often lament that they discovered what they really wanted to say at the end of a hastily written essay, when they had no time for a rewrite.

3) Sources used in essay writing

The information and evidence used in formulating an argument, in essay form, will come from texts (mostly books and journals), electronic sources and actual works of art. When writing about art the most important focus of your analysis should be original art objects or exhibits; but any judgements you make about works of art should be informed by what has been written about them, and your interpretation should be measured against the existing research in your field of interest. Therefore wide reading is essential in any art theory essay. However, choose your source material intelligently, many "coffee-table" style art books contain misleading generalisations and factual information that is dated or incorrect. Also, school textbooks (such as Gardner's Art Through the Ages) are poor source material for most tertiary writing. As with encyclopedia articles, they may be useful in initially surveying a topic but you will need to consult more specific secondary sources. Most of the information you access on the Internet using generic search engines and sites such as Google or Yahoo will fall into the encyclopedic category. Only very refined searching of specialist databases will allow you to access high quality and primary material. 

The diagram and description below should help explain the difference between primary, secondary and tertiary sources of information. 
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The information contained in the inner circle is constantly changing and expanding with continuing research, while the outer circle changes more slowly. This is exemplified in the results of the Rembrandt Research Project (RRP.) on the works by Rembrandt. Conducted from the late 1960s, by a team of Dutch scholars, this research found that many Rembrandt paintings, including famous works such as The Man in the Golden Helmet, c.1650, oil on canvas, Berlin Staatliche Museum and The Polish Rider, c.1657, oil on canvas, The Frick Collection, New York, were wrongly attributed to him. Specialist art journals kept art historians up to date with progress during the thirty years of research but it was not until the publication of three volumes from 1982 - 1989, detailing the preliminary findings, that museums started to change the labels on their Rembrandt paintings and book publishers took heed of the new evidence and attributions. Naturally, some art museums have doggedly held on to the original attribution of their work to Rembrandt (reattribution is regarded as demotion in this case, and certainly devalues the work in terms of cold economic worth). The RRP is ongoing, and as you might expect, galleries are quick to publish a press release when the RRP examination of one of their works confirms it is a genuine Rembrandt. Also, amazingly, even today some general art surveys and encyclopedic entries on Rembrandt have yet to show the full results of the Dutch Rembrandt Project. What about the Internet? In fact, the most recent discussion of the RRP to be found by a search of the Web in January 2007 was dated 2005. All of which demonstrates the potential for Internet sites to be the most current secondary sources and the reality that they are usually dated tertiary ones. At the risk of labouring the issue, all of this can be fitted to the above diagram with the following summary. Rembrandt and his workshop or circle, as well as letters and contemporary official documents make up the primary material in the inner circle of paintings. The circle of investigation around these is made up of the art scholars and scientists in Amsterdam and their interpretations of this primary evidence are published as secondary analysis along with the published debate that results from their findings. Generalized reports on the work of these scholars or use of the results of their work make up the outer circle. If you were researching one of the Rembrandts in the National Gallery of Victoria in Melbourne and wanted to be sure of the latest opinion on its authenticity you could not rely on a Web search unless it was in one of the specialised databases that contain the latest art history journal articles. 

In research on any artist or works, as you move away from the centre of the diagram, in search of information, you multiply the number of authors involved. The resulting second-hand or third-hand information is obviously less reliable. Different opinions and interpretations should, of course, be sought but do not allow them to cloud accurate analysis of the primary data. 

An added difficulty in selecting sources is created by the fact that guarded generalisations made in secondary sources, close to the inner circle, become more emphatic and oversimplified in sources further out. For example, the artist Claude Monet (1840-1926) produced thousands of paintings in his long career. He used various techniques to paint many different subjects, most with specific appeal to a developing, comfortable and mainly urban middle class. Also, significantly, he marketed his work through an increasingly complex private dealer system. Yet he is described in an encyclopedia entry as a radical "Impressionist" - a term which is itself highly problematic. 

 While it is not expected in first and second year writing that you will necessarily consult primary sources, whenever possible you should sight works of art in the original to make unqualified analysis of them.

Use books, articles or Web resources recommended by your lecturers as the starting point for your reading list or bibliography. The most valuable secondary source will often be the most recent publication on your topic of interest, especially if it contains a comprehensive bibliography. You must also establish if there are any recognised authorities writing in your field of study and review their publications.

If the subject you are to research is completely new to you, familiarise yourself with the visual material or works of art you will be discussing. In writing about the art of an Australian artist such as Margaret Preston, for example, a visit to the Art Gallery of South Australia to view examples of her work is as important as seeking out references and reproductions in the library.

The Adelaide Central School of Art has a small reference library. Books can be read in the library but cannot be taken out. ACSA also has a useful Art Theory web resources site on the student computers.

Adelaide Central School of Art is affiliated with Flinders University and all students enrolled at ACSA can acquire a library card for the Flinders University library by presenting themselves, with their ACSA student card to the library staff at Flinders University together with a small photo of themselves suitable for an ID/library card. The library will then issue a library card.

The web site for Flinders University Library is:  http://www.lib.flinders.edu.au 

The Flinders University Library has print resources - a reference collection and book collections. The catalogue can be accessed online at http://voyager.flinders.edu.au.

The Flinders University web resources include the University Student Learning Centre http://www.flinders.edu.au/SLC/.

Web search engines – Google, All the Web (links from ‘search full text’ are on the Flinders University Library home page).

Metasearch engines, such as Vivismo:  http://vivismo.com/.

Subject directories such as:  

Librarians Index to the Internet:  http://lii.org/.

Infomine:  http://infomine.ucr.edu/.

Free electronic journal:  http://www.artnet.com/magazine/frontpage.asp.

Metropolitan Museum of Art site:  http://www.metmuseum.org/home.asp (go to Timeline of art history on the left).

Artlex Art Dictionary:  http://www.artlex.com/.

The Adelaide Theological Library is also available to holders of a Flinders University Library card:  http://ehlt.flinders.edu.au/theology/library.

The University of South Australia has one of the most comprehensive and up to date collections of art books, magazines and related material in South Australia. You can join this library as a community borrower or you can use the library without borrowing, by reading there and using its photocopying services. The library is now housed at the CityWest Campus on North Terrace.

Two useful websites provided to us by the UniSA librarian are http://www.library.unisa.edu.au/resources/vl/art and a free online resource for Australian art and artists  http://austart.library.unsw.edu.au/AustArt.

The Adelaide University Barr Smith Library has a most comprehensive collection of art books, magazines and journals. It also has a range of electronic databases and Internet resources provided through the public access terminals. It is an excellent research library. It is on the Adelaide University campus at North Terrace, Adelaide. 

4) Stages in essay writing

Select a topic most relevant to your studio interests. Usually topics or questions are of equal difficulty, however sometimes lecturers set one or two more demanding or challenging questions to extend experienced students. Check with your lecturer if you have any doubts about the compatibility of your selection to your educational background and interests.

Step 1

Compile a working bibliography of books, articles, catalogues, videos, films and any other sources you think will be relevant to your chosen topic. To do this, use the subject index catalogue in the ACSA and Flinders libraries and consult any periodical indices that are also held in these libraries. You may need to visit other libraries such as The Barr Smith Library or   the University of South Australia Library. 

Electronic databases such as The World Wide Web Virtual Library will be of help.

http://www.chart.ac.uk/vlib/index.html
http://vlmp.museophile.com/ 

http://www.tate.org.uk/tateetc/

For general Internet searches take care using generic search sites such as Google, Yahoo, etc. Instead, first go to the Art Theory Resources site on the ACSA computers and use the links that are included there, as these have been checked for quality. However where you may be searching for a reproduction of a particular painting or print, he search engine Google now has an image search feature that is very powerful and comprehensive and certainly the quickest way to find a reproduction.

Particularly useful under the ACSA Art Theory Resources listings are links to electronic journals and home sites for print journals - which often have the contents of the latest edition.

When you access Internet sites take great care to carefully document the address and full particulars for correct citation of any information you collect. Always record the date of any connection you make, as this must be included in your citation. The Internet is now a major resource but still a supplement to print sources and the most up-to-date relevant art information is still to be found in text based journals or periodicals. 

For this reason, it would be expected to find at least four or five references to art magazine or journal articles, as well as references to books and other sources, in a successful first-year essay. 

At this stage, when you have completed your working bibliography, ask your lecturer if he or she will check if you have missed any major source on your topic.

Step 2

Read/view the sources you have chosen and make notes to use in the formulation of your essay. When making notes, or photocopies, of information you might use in your assignment, always add the bibliographical details of the source, including page numbers. You will need this if you decide to quote the information in your essay. When taking notes from books and articles be sure to distinguish between your own musings/words and material you transcribe as this will avoid any possible problems with inadvertent plagiarism when you come to write the essay. When reading articles online or material from Web sites be sure to record all the relevant source information you will later need for citation, including the date of access. While searching for information, avoid clipping blocks of text from the screen and pasting it into your word-processor unless you add all details of the source including the URL. Otherwise, this material will be useless when it comes to writing your essay. It is always safest to save the entire file you are reading in a directory on your computer for later access when formulating your argument. Also note, that if a site has no designated author, be it institution, corporation, individual or magazine title, do not use the material.

It is usual to spend about 60% of your allocated time on Steps 1 and 2.

Step 3

When you are familiar with all the major facts and issues that are pertinent to your topic, decide what argument you will adopt in your essay. Next draft a plan of your essay by writing short notes on the content and order of each paragraph. Usually this is followed by the writing of a full first draft.

Your first paragraph will state your main argument regarding the topic. The body of the essay will expand and defend the argument stated in the opening paragraph. Information you have collected will be used to support your arguments and your final paragraph will round off your discussion with a suitable conclusion. 

Step 4

Write your final draft, add your bibliography, check all footnotes and reread. Most important of all you must carefully proofread before submission. Be sure your presentation follows the stipulated format. Make and retain a photocopy of your essay. A clean copy may be needed later for reassessment by another marker in cases of appeal or disputed results. 

There are a number of books in the library that considerably expand the above information. Probably the best introductory text is Sylvan Barnet, A short guide to writing about art, 8th edition, Pearson Longman, New York, 2005

5) Plagiarism - description and policy

Plagiarism is the unacknowledged copying of the ideas or words of other writers or authors. Plagiarism in essays will make them unacceptable for assessment. This refers to both direct transcription and paraphrasing other material (putting it into your own words).

Most students understand that to copy another student's assignment and present it as your own work is fraudulent behaviour and such practice is the most obvious and serious breach of academic integrity. When this form of plagiarism is detected it results in automatic failure of the subject for the student involved and possible disciplinary action by the art history department or by the school.

You may be aware that there are now many so called "Cheat" sites on the Internet offering (usually at a price) completed essays on countless topics. It is unlikely you will find an example that precisely answers a given question, but if you find a similar topic and access to read it is free, by all means do so. You may pick up some tips on structure or useful pointers to sources. However, never clip any of the information to paste into your essay. Not only is this plagiarism but also it is relatively easy to detect through a Web search using your text as a search string. However, most breaches of plagiarism occur because firstly, students have not developed the writing skills to sufficiently wean themselves from the phrases, style and words used in the sources found in their library research and, secondly, they present the ideas and information taken from library sources without acknowledging the original author.

There are art historical facts, which are generally known and agreed upon. That the Museum of Modern Art in New York was founded by Alfred Barr in 1929, is an example and would not need acknowledgement in an essay. However, it should be obvious that you would not write in an essay that Monet earned 24,800 francs in 1873 from the sale of his paintings without telling the reader how you came by such precise and little known information. We might assume you had access to Monet's account books and that you spent considerable time tabulating this figure. Equally so, if you claim that Monet earned ten times the average annual income for Paris in 1873, you would need to show the origin of this calculation.

When you present any precise or contentious evidence in you essay you must add a full reference or citation that will accurately take the reader to your source so that they can check the veracity of your information or judge the quality of your source. Both Monet examples above are taken from the same source, Paul Tucker, Monet at Argenteuil, Yale University Press, New Haven, 1982, n33, pp. 194-5 and by citing this book in your footnotes and adding it to your bibliography you also acknowledge that your work is dependent on the intellectual effort of others. In this case, Paul Tucker.

Presumably, if you used the factual evidence or data on Monet's income in an essay it would be to draw some conclusion about his attitude to selling his work or his relationship to dealers and buyers; or, to put Monet's work in the context of the developing economic and social forces associated with modernity. This is where problems can occur with plagiarism since Tucker has explored these issues in his book. Any direct quotes or phrases taken from Tucker would naturally be referenced. In addition, if your conclusions are in any way dependent on, or, in any way parallel, the views or ideas of Tucker you must acknowledge this in footnotes. 

It is a relatively easy process to learn and follow the ACSA preferred format for citation of references, which is listed later in this guide, although it takes some experience to understand the degree of referencing or acknowledgement necessary in academic writing. To help you understand the requirements, the first essay you write in first-year Art Theory is treated, in part, as a diagnostic test of your understanding of the rigorous requirements of academic writing and research. Your lecturer will carefully highlight any unacceptable examples of plagiarism in your semester one first-year essay and detail remedial strategies. Put bluntly, this means that this is the only essay you submit in which breaches of minor plagiarism will not make the essay inadmissible for a passing grade. 

Second, third and fourth year essays which contain any form of plagiarism will be unacceptable for assessment. This will be regardless of whether you completed first-year studies or not. Lecturers are very familiar with the primary and secondary sources in this subject and generally can easily detect plagiarised passages. However, sometimes a dramatic variation in style, vocabulary or expression makes plagiarism obvious, even though the source may not be precisely locatable. In detecting plagiarism, a lecturer's professional judgement may not be infallible and all students are advised to retain their working notes and drafts for every essay they write. These offer some evidential proof that your essay is of your own making and should only be discarded after the marked essay has been returned. 

6) Other important points to note when writing art theory essays

1. It is in order to use short, relevant, direct quotations from other authors to expand or support points you make. However these should be used sparingly, and of course must be acknowledged. Remember your essay or argument should present a clear structure not a compilation of quotations you have collected. Generally, no more than two or three brief quotations would be used in an essay of average length (2000 words).

2. Direct quotations are indented or enclosed in quotation marks and the footnote added at the end of the quote. To acknowledge the source of a phrase, add the footnote at the end of the sentence in which it occurs.   (See ‘How to list sources used for assignments’ p.13).

3. Do not use note form. An essay should be a coherent, logical piece of analytical prose.

4. Avoid the use of personal pronouns such as "I feel..." or, "in my opinion". They are not necessary, since it is understood that the essay is an expression of your views. There will be exceptions to this, for example if your assignment requires you to discuss your own studio practice.

5. Do not use vague or ill-informed generalisations such as "all art is about beauty". Take care with the use of art historical terms such as Impressionism, Realism or Postmodernism. When such terms are capitalised this generally signifies a reference to their art historical meaning. For example, an Impressionist painting would refer to a work by Monet or one of his contemporaries, whereas an impressionistic painting might refer to any painting in the Impressionist manner or style. It is safest to always define what the terms mean in the context of your essay.

6. Generally colloquialisms have no place in formal writing. Words and expressions such as dodgy, daggy, nerd, nerdy, do-gooder, ratbag or con-artist would not normally be used, except for dramatic effect.  Avoid using clichés, they are generally media driven and will date your writing. Clichés can sometimes be used for satirical effect.

7. Your essay must be written as near as possible to the stipulated length. Plus or minus divergence of over 10% may be penalised.

8. Footnotes or endnotes are not added to the word count in the length of your essay. [note: some word processing programs, such as WordPerfect, include footnotes and endnotes when listing word count, others, such as Word, do not.]

9. In formal essay writing, the convention is to refer to artists by their surname; although use the full name when you first mention an artist in your essay. It is also usual to add birth/death dates in brackets after the first full name reference. 

10. Use italics for the titles of paintings and other works of art you mention in your essay. Also take particular care to give enough information to identify the particular work by adding location and date. (See p.18 how to document images used in assignments).

11. Discussion between students working on the same topic is useful but do not exchange notes or bibliography with another student. Such collaboration will make both essays unacceptable for assessment, as an essay must be the expression of your own ideas and effort. 

12. Non-sexist or gender-inclusive language should be used in all your writing and while still accepted, the generic "he" should be avoided. Sexist language is language that discriminates against women, usually by exclusion. All writers should avoid sexist language since many readers find it offensive if not insidiously disempowering. 
The following information is a summary (with additions) from Chapter 8 of the Commonwealth Government of Australia, Style manual for authors, editors and printers, 4th edition, Australian Government Publication Service, Canberra, 1988 pp 111-127. Further elaboration is given in the 5th edition, 1994, pp.126 - 135; and the 6th edition, 2002 pp 58 - 60.

13. Sexism in published texts. When you need to quote from a published text, especially from another era, and you encounter sexist language there are a number of approaches you can take. The Commonwealth Government of Australia, Style manual for authors, editors and printers 4th edition, 1988, p113, recommends the following:

· The words in question can be paraphrased, not quoted directly, thus avoiding the sexist expression. 

· The word sic, enclosed in square brackets, can be inserted immediately after the sexist expression. (sic meaning "thus used").  In some cases where it is clear that the language is not the work of the author the expression can be left intact. Avoid the use of man in the generic sense.  

· The word man should be limited to reference to male human beings. When man is used in a generic sense to refer to male and female human beings it not only creates confusion but implies the absence or invisibility of women. In the interests of clarity and equality replace the generic man with one of the following: humans, humanity, human beings, humankind, man and woman, women and men, people, individuals, human race.

· For compound words where man is used as a prefix or suffix here are alternative words and phrases:

	mankind
	humanity, humankind, people

	manhood (generic sense)
	adulthood

	spokesman    
	spokesperson, advocate, intermediary

	chairman
	chair

	draftsman (generic)
	draftsperson

	craftsman
	craftsperson, artisan, craftworker, technician


· Man as a verb

	to man the desk
	to staff the desk


· In idioms and phrases 

	the man in the street
	the average person, ordinary people

	one man show
	solo exhibition, one-person show


· In art, master (as a noun or verb) and old master are common terms associated with maleness. As Griselda Pollock pointed out some time ago, old mistress is hardly a suitable replacement description for a female artist who has gained great skill or competency in her craft. Mastery, when used as a qualifying noun, can be easily replaced with expertise or competence. Old master can usually be avoided or qualified with phrases such as so called old master. Masterpiece can be replaced with major work.

· Sculptor and patron are the correct inclusive terms for male and female. Do not use sculptress or patroness.

· Because there is no sex-indefinite pronoun in English, use the following guide to replace the generic he, him, his.

he/she, him/her, his/her

he or she, him or her, his or her

reverse order also possible: she or he, she/he.

14. Non-discriminatory language should also be used in relation to descriptions of particular racial, ethnic or national groups or individuals. This is especially important when discussing the art of the Aboriginal peoples of Australia or the art of Torres Strait Islander people. See the Commonwealth Government of Australia, Style manual for authors, editors and printers, 5th edition, 1994, pp. 137 - 140 or the 6th edition, 2002, pp. 56 - 58 for specific advice on non-discriminatory language for portrayal of Australian Aboriginal people or usage in naming individuals. The (former) Aboriginal and Torres Strait Islander Commission (ATSIC) recommended the inclusive collective reference to Indigenous Australians as 'Aboriginal and Torres Strait Islander peoples' and states a preference for 'Aboriginal(s)' rather than 'Aborigine(s). Aboriginal is to be used as the adjective e.g. ‘an Aboriginal person’ and Aborigine being used as the noun e.g. ‘Gordon was an Aborigine’. Wherever possible it is preferable to use the name of the person’s nation or language group, such as Ngarrindjeri (Lower Murray and Coorong areas, South Australia) Also 'Indigenous' is always capitalised when it refers to the original inhabitants of Australia. It should be noted that 'Koori' is not a synonym for 'Aboriginal' but is only used to describe Aboriginal groups from New South Wales. Aboriginal groups from other areas may prefer to identify themselves in local terms - see Style manual for authors, editors and printers, 6th edition, 2002, p.57. Many Aboriginal people find it offensive to see words such as corroboree or dreamtime used in a jocular or dismissive context. Avoid such usage for these and other words or phrases (such as gone walkabout), which might demean or stereotype Australian Aboriginal people. For advice on the portrayal of ethnolinguistic minorities in Australia consult (pp. 140 - 142) in the 5th edition of the Style Manual for authors, editors and printers, 5th edition pp.140-42 or (pp.56 - 58) in the 6th edition, pp.56-58. Further advice can be found in The Cambridge Australian English style guide, Cambridge University Press, 1995, pp.9-10.

15. Write all numbers below one hundred as words and use figures for numbers greater than one hundred. The exception is when writing precise sums of money or dimensions of works of art whatever their value (that is, below or above one hundred). For example: ten years and $10. Naturally, all precise dates are written as figures, 1845 not eighteen forty-five. Twentieth century is preferable to 20th century and the two words are always hyphenated when modifying a noun, as in: twentieth-century art. In other words, compound adjectives appearing with century are always hyphenated. This also applies when early or late is added to the compound, as in: early-nineteenth-century painting.

7) Essay presentation

Essays must be presented in the following way:

2. Leave a wide (4 cm) margin on the left-hand side of the paper. (This does seem like a lot of space but it is for lecturer comments. Therefore, be sure this margin is clear of any plastic reinforcement strip as these refuse to take ink.)

3. Print on one side of paper only. (Do not place individual pages in plastic sleeves. This only hinders the lecturer's efforts to write comments or corrections on your essay.)

4. Use double spacing

5. Number pages and fasten sheets securely.

6. Bibliography to be placed at end of essay.  (Essays without a bibliography will not be accepted) 

7. Footnotes to be placed at bottom of each page separated from the text by a solid line across the page.  Affix the ACSA title page to your assignment and complete it.

8. Reread and proof your essay before submission. [More than three errors (spelling, transposition or typographical) per page is a sure indication that you have not proofread your essay. Five to seven errors per page would make your essay inadmissible for a passing grade.]

9. All assignments must have a completed essay cover sheet attached (available from the front desk). Your name, unit details and date must appear on the first page of your essay, ideally in a footer. Please state the essay title in full at the top of the first page of your essay.

8) Extensions

Extensions of time for assignments must be applied for, on the form provided, before the due date. Any other late assignments will not be accepted, unless exceptional circumstances apply.

If you do not submit an essay on the due date, and you have not applied for an extension, it is imperative you contact your lecturer. He or she will clarify your position in relation to assessment. 

9) Note on word processing

All submitted essays should be in the form of a clear printed copy.

However, some lecturers may permit, or indeed insist on, an electronic version submitted via email attachment or on disk. In the latter case, always load your copy onto a newly formatted disk and clearly label it before placing it in a sealed envelope with attached details.

If your typing skills are not highly developed give yourself extra time during the writing phase to allow for this.

Some word-processing programs include footnotes or endnotes in the word count they give; but others do not. So be sure to check the status of the word-count on your program, since footnotes or endnotes do not count towards the final number of words in reaching the stipulated essay length.

Also, do not assume the use of a spell checker is a substitute for proofreading, since a spell-check will not detect transpositions and other incorrect usage, or the omission of words.

When you are working on a computer in the library, always use two USBs:  label one as an original and the other as a backup copy.  Work directly from one USB and, at the conclusion of each session, backup that copy on the other.  Before logging out, always check that your document has been correctly saved by reopening it in the word-processor.  If you are an experienced computer user, you will know how fragile the technology is.  Accordingly, you may also email yourself a copy of your work in an attachment as an extra backup precaution. When ending a session on an open-access computer, always be sure to delete any of your working files from the hard drive.

If your essay writing is hampered by lack of computer skills it is advisable to seek further training via an online tutorial or short course. Many low-cost options are available at community centres and the WEA.

10) How to list sources used for assignments 

There are a variety of ways of setting out bibliographies/reference lists for books, articles and other sources. They include Harvard, Oxford, the American Psychological Association (APA) style and the documentary-note system. 

Your bibliography/reference list should describe an item (e.g., book, journal article, electronic source, video, television or radio program) in sufficient detail that others may identify and consult it. 

Students are required to show sources (i.e., references) when they use others' work in any component of assessment. For example, in a written assignment, when a student uses ideas discussed in journal articles, the authors of the articles must be acknowledged in the text and reference list or bibliography. According to University and ACSA regulations, failure (in any component of assessment) to acknowledge the sources of ideas, words, diagrams, images, etceteras, is a form of academic misconduct. 

At ACSA we recommend that you use the DOCUMENTARY-NOTE SYSTEM. This guide provides examples of how sources are acknowledged in text and reference lists, using the guidelines set out by the documentary-note system.

10.1
In text note identifiers... Like this1
For assignments we recommend footnotes rather than endnotes for ease of reading. Superscript arabic numerals (normal numbers) are recommended for footnotes used for citation purposes. This tells your reader to look at the footnote to find the source which you have used in that sentence.
 

Where does the superscript numeral go?

It is recommended that a superscript numeral be placed before all punctuation marks save the end-of-sentence ones and, wherever possible, immediately after a direct quotation. This minimises disruption. It usually goes at the end of a sentence after a full stop.

How does the numbering work?

Number notes consecutively, beginning with '1', and avoid using more than one number at a particular location. When using footnotes, it is wise not to number notes beginning with '1' on each page: number them consecutively through the assignment. This makes for simpler cross-referencing; for example, rather than being obliged to write 'see note 2 on p. 17', it is simpler to say 'see note 25'. 

If more than one source is referred to at a single location, use only one note identifier (superscript number): the entry in the notes will show all the sources. Similarly, a number of references in a single paragraph can be combined into one note if the references are logically related. Care is needed, though, to ensure that there is no potential for confusion. The idea is to make it clear for your reader.

Computer referencing

Many word-processing programmes have the ability to automatically create footnotes and endnotes. Thus the computer can assist in the organization of citations and will automatically alter the numbering if more sources are inserted into the text. Footnotes or endnotes created in this way may then be listed in alphabetical order the Reference List or Bibliography. 

Headings

Avoid using note identifiers in headings. A note referring to an entire section, chapter or other component of a document should be unnumbered or unmarked and be placed before the numbered (or marked) notes at the base of the page, at the end of the chapter or article, or at the end of the book or document. 

What sort of sources can be referred to using a footnote?

Personal communications-face-to-face conversations or interviews, telephone 

calls, letters and facsimiles, for example-can be referred to using a note identifier. Your most common sources will be books and journal articles as well as some electronic sources.

What about using endnotes?

Endnotes could be used in a very short paper or one with few citations. In this case, if they are very few, the details are then provided in the notes and are not generally listed in a bibliography. 

10.2    First citations 

The first citation of a particular source in the footnotes provides the name of the author/s, publication details and specific page/s (if appropriate). These are written in a specific way:

· Authors' initials precede the family name

· The year of publication is placed at or near the end of the citation

· Commas separate each item of the citation 

· Minimal capitalisation is recommended for all but the titles of periodicals

· Publication titles are written in italics and quotation marks are used for journal articles.

Books 

For books, provide the following information in the following order:

· details of authorship-initials first 

· title of book 

· if applicable:

· title of series 

· description of work 

· edition 

· editor, translator, reviser or compiler

· volume number or number of volumes

· publisher 

· place of publication 

· year of publication 

· page numbers, if applicable. 

The following are examples of first citations of books: 

1. Christopher Menz, Morris & Co, Art Gallery of South Australia, Adelaide, 2002

2. T Barringer, The Pre-Raphaelites, Weidenfeld and Nicolson, London, 1998

3. Dante Alighieri, La vita nuova, translated by Barbara Reynolds, Penguin, London, 1969, p.10

4. James Hall, Dictionary of subjects and symbols in art, John Murray, London, 1984, p.31

5. Lucinda Hawksley, Essential Pre-Raphaelites, Dempsey Parr, 1999, pp.12-13

6. JC Grant, MD Laffan, RB Hill & WA Neilsen, Forest Soils of Tasmania: a handbook for identification and management, Forestry Tasmania, Hobart, 1995

7. John Berger & Jean Mohr, Another way of telling, Pan​theon Books, New York, 1982

8. Blair French (ed), Photo files: an Australian photography reader, Power Publications & the Australian Centre for Photography, Sydney, 1999

Chapter in an edited anthology

1. N Salomon, ‘The art historical canon: sins of omission’, in Donald Preziosi (ed) The Art of art history, Oxford University Press, 1998, pp. 344-355

2. Paul Carter, 'When the People Take to the Streets: Ersatz Culture's Contents and Discontents', in N Papastergiadis (ed), Complex entanglements: art, globalisation and cultural difference, Rivers Oram, London, 2003, pp. 205-220

Dictionaries

1. Roget’s thesaurus of English words and phrases, ed. & rev. B Kirkpatrick, Penguin, London, 1987

2. L Urdang, Dictionary of differences, rev. edn, Bloomsbury, London, 1992

3. DJ Jones, The Australian dictionary of acronyms and abbreviations, 4th edn, ALIA Press, Canberra, 1995

Periodicals 

First citations of material in periodicals - journals, magazines and newspapers - generally require the following information in the following order:

· authorship details - initials first 

· title of article 

· title of periodical 

· if applicable 

· title of series 

· volume number

· issue number or other identifier

· date of publication 

· page number or numbers. 

Journals 

The following are examples of first citations of material in journals: 

1. H Becker, 'Photography and Sociology' in Studies in the Anthropology of Visual Communication 1, 1974, pp. 3-36

2. G Blocker, 'Pictures and photographs', Journal of Aesthetics and Art Criticism 36, 1977, pp.155-62

3. D Mackenzie & C Chamberlain, 'How many homeless youth?', Youth Studies Australia, summer, 1992, pp.14-22

Magazines 

For magazines, the procedure for citing authorship details, article title and magazine title in the documentary-note style is the same as that for journals. The year of publication - this time with the day and month, just the month, or the season - comes after the magazine title, with page numbers following the date. For example: 

1. D Light, 'A tax of the jitters', Bulletin, 18 January 2000, pp.50-1

2. B Treloar, 'Grains of sense', Australian Gourmet Traveller, November 1999, pp.29-30, 64

The second example also shows how to refer to an article whose text begins in one part of a magazine and continues at a later place (with other articles or advertisements in between). 

Newspapers 

If a newspaper article has an obvious author, follow the procedure described for magazines. For example: 

1. K Towers, 'Doctor not at fault: coroner', Australian, 18 January 2000, p.3

2. If the article has no obvious author, provide all the details in the text. For example: 

3. A recent newspaper article (Sydney Morning Herald, 24 January 2007 p. 7) suggested that...

4. It was alleged in the Sydney Morning Herald (24 January 2007, p.7) that...

Reviews in periodicals 

A Riemer, 'Australian gothic revisited', review of Prelude to Christopher by Eleanor Dark, Sydney Morning Herald, 22 January 2000, p.12

Citing electronic material 

When citing electronic material, the same details are required as for other materials. In addition, for most cases this will also mean providing the full URL address, and date on which the material has been accessed. For example:

National Library of Australia, Picture Australia, last revised 22 December 2006, viewed 10 January 2007, http://www.pictureaustralia.org/
Unpublished material

1. KA Herbert, 'Parallel knowledge: farmers and scientists and land classification', BAppSc thesis, University of Canberra, 1995

2. FJ Bowden & CK Fairley, 'Endemic STDs in the Northern Territory: estimations of effective rates of partner change', paper presented to the scientific meeting of the Royal Australian College of Physicians, Darwin, 24-25 June 1996

Personal communications 

If details of a personal communication are to be provided in the notes - as opposed to a citation in the text itself - provide the person's name, a description of the type of communication, and the full date: 


S Savieri, interview with the author, 24 April 1999

It is important to obtain the permission of the person in question. 

10.3    Second and subsequent citations 

If an author refers to the same source a number of times, a number of different superscript identifiers will be used in the text to refer to that source. Instead of repeating all the details of the first citation in the footnotes, second and subsequent references can be introduced by anglicised abbreviations of Latin terms, the most common being 'ibid.' (ibidem - in the same place), 'op. cit.' (opere citato - in the work cited), 'loco cit.' (loco citato - in the place cited) and 'id.' (idem - the same). The abbreviations are presented in roman type and always start with a lower-case letter, even when they appear at the beginning of a note. 

An 'ibid,' signifies a reference to the same work cited immediately before it. It can refer to the same page or to a different one. For example: 

1. Australian Institute of Health and Welfare, Australia’s welfare: services and assistance, AIHW, Canberra, 1999, pp.128-41

2. ibid

3. ibid, p. 160

An 'op. cit.' refers the reader back to a previously cited work but to a different page: 

1. Australian Institute of Health and Welfare, Australia’s welfare' services and assistance, AIHW' Canberra, 1999, p.128

2. Australian Bureau of Statistics, Causes of death, cat no. 3303.0, ABS, Canberra, 1995

3. Australian Institute of Health and Welfare, op. cit., p.171

There is a tendency for ‘loco cit’. and ‘id.’ to be less frequently used.

10.4     How to document images used in assignments
Captions for images reproduced in essays
Formula:
Example:

Figure number
Figure one

Artist/photographer’s name
Samuel Smith

Title
Botanic gardens

Place and date of creation
Adelaide, 1877

medium
oil on canvas

Dimensions (always height by width)
15.00 x 23.15 cm

Collection (i.e. where lives)
National Gallery of Australia

If in doubt, look at captions for images on the National Gallery of Australia website or in one of their publications.

A caption should always appear beside or below any image reproduced in your essay.

It is essential that you state where you obtained the image. You can place this information at the end of the caption, or in a footnote. For example:

Figure one

Samuel Smith

Botanic gardens

Adelaide, 1877
oil on canvas

15.00 x 23.15 cm

Gift of Anne Smith

National Gallery of Australia

Footnotes for images reproduced in essays
Every time you mention a work of art in an essay you should provide a footnote, just as you would if it were a book or journal article. If you provide an image of the work, you can simply say in the text, “(see figure one)”.

If you do not provide an image, but mention it in passing, you should add a footnote containing all the same information as for a caption. For example see the footnote at the end of this sentence.

11) Bibliographies 

The term bibliography is used in a variety of ways. Most commonly, it means a list containing the sources used in developing a publication and any other sources the author considers might be of use or interest to readers. ACSA follows this interpretation of the word ‘bibliography’. 

You may also see the word ‘bibliography’ used to mean a list of the sources an author cites in a particular work - although such a list would more accurately be called a reference list. In addition, some people use it to refer to a list of sources relating to the subject of the publication but not actually cited by the author - again, however, a more accurate term for this would be a 'further reading' list. 

A bibliography is usually placed at the end of your assignment and includes all the sources you have referred to and any others which you have read during your research for the paper. 

A bibliography in the documentary-note style 

Sources which are acknowledged in footnotes should also be listed in the bibliography. With one exception the principles described for citing sources in footnotes in the documentary-note style apply. 

The exception concerns the placement of an author's initials. In a bibliography the author's family name (or the family name of the first - cited author if there is more than one) is placed first - because the bibliography is presented in alphabetical order, not by number. For example, in the notes the entries will appear thus: 

1 
Christopher Menz, Morris & Co, Art Gallery of South Australia, Adelaide, 2002

2 
T Barringer, The Pre-Raphaelites, Weidenfeld and Nicolson, London, 1998

3 
Dante Alighieri, La vita nuova, translated by Barbara Reynolds, Penguin, London, 1969, p.10

4 
James Hall, Dictionary of subjects and symbols in art, John Murray, London, 1984, p.31

5 
Lucinda Hawksley, Essential Pre-Raphaelites, Dempsey Parr, 1999, pp.12-13

6 
JC Grant, MD Laffan, RB Hill & WA Neilsen, Forest soils of Tasmania: a handbook for identification and management, Forestry Tasmania, Hobart, 1995

7 
John Berger & Jean Mohr, Another way of telling, Pan​theon Books, New York, 1982

8 
Blair French (ed), Photo files: an Australian photography reader, Power Publications & the Australian Centre for Photography, Sydney, 1999

In the bibliography they appear as follows:

Alighieri, Dante, La vita nuova, translated by Barbara Reynolds, Penguin, London, 1969

Barringer, T, The Pre-Raphaelites, Weidenfeld and Nicolson, London, 1998

Berger, John & Jean Mohr, Another way of telling, Pan​theon Books, New York, 1982

French, Blair (ed), Photo files: an Australian photography reader, Power Publications & the Australian Centre for Photography, Sydney, 1999

Grant, JC, MD Laffan, RB Hill & WA Neilsen, Forest soils of Tasmania: a handbook for identification and management, Forestry Tasmania, Hobart, 1995

Hall, James, Dictionary of subjects and symbols in art, John Murray, London, 1984

Hawksley, Lucinda, Essential Pre-Raphaelites, Dempsey Parr, 1999

Menz, Christopher, Morris & Co, Art Gallery of South Australia, Adelaide, 2002

Another minor difference from the presentation of footnotes is that page numbers are not usually required in the bibliography.

An annotated bibliography 

An author who wants to give readers additional sources might produce an annotated bibliography. Annotated bibliographies are not generally required to accompany your assignments. However, you may find it useful to keep your own annotated bibliography of your reading for future reference, or to share with other students as part of a research presentation. For each entry in the bibliography the author writes a brief description - the source's content, its relevance to the author's own work, its possible value for a reader, or any other information the author considers useful. For example: 

Crystal, D, The Cambridge encyclopedia of the English language, Cambridge University Press, Cambridge, 1995

A comprehensive general reference dealing with the history, structure and worldwide use of English. 

Documentary note reference style


Sound and Musical Recordings

Songwriter, ‘song title’, recorded by name of artist, on [name of CD or album], city, recording company, record number (if known), year of copyright

NB: List sound recordings under the composer, writer, or other person responsible for the content. The performer may be added after the title.

Examples

Footnote:
Paul Kelly &  Kev Carmody, ‘From Little Things Big Things Grow’, recorded by Kev Carmody, on Bloodlines CD, Festival Records, Sydney, 1993

Bibliography:

Kelly, Paul & Kev Carmody, ‘From Little Things Big Things Grow’, recorded by Kev Carmody, on Bloodlines CD, Festival Records, Sydney, 1993

Published Musical Scores

NB: Published musical scores are treated in much the same way as books.

Examples

Footnote:
Charles L. Johnson, ‘Crazy Bone Rag’, in David A. Jasen (ed), Ragtime Jubilee: 42 Piano Gems, Dover Publications, New York, 1997

Bibliography:

Johnson, Charles L. ‘Crazy Bone Rag’, in David A. Jasen (ed), Ragtime Jubilee: 42 Piano Gems, Dover Publications, New York, 1997

Consistency in referencing 

There are many different referencing styles and to avoid confusion ACSA prefers the documentary-note style. The main aim is to be consistent and to enable your reader to locate the original source of information. This is why sources of the material as well as the quotations and explanations are needed. Remember - the details are listed in the specified order. Different details may be required for differing formats of information. 

Follow punctuation and detail requirements of the method of the referencing style required for your paper. This must be used consistently throughout the whole presentation. 

12) Appendices

Appendices can be added to provide detailed information relevant to arguments or discussion in your essay but not available elsewhere. An appendix might contain the full transcript of an interview referred to in an essay, full results of a survey, lists of exhibitions, or a complex argument over provenance of a particular work of art. In other words, there is usually no need in first-year essays to add appendices to your essay. 

13) More Information

This is a very basic guide to documenting your sources in an assignment. The following publications are recommended for more detailed guidance:

· Barnet, Sylvan, A short guide to writing about art, 8th edition, Pearson Longman, New York, 2005

· Commonwealth Government of Australia, Style manual for authors, editors and printers, 6th edn, revised by Snooks & Co, Australia, 2002

· Evans, David & Gruba, Paul, How to write a better thesis, 2nd edition, Melbourne University Press, Melbourne, 2002

· Peters, Pam (ed), The Cambridge Australian English Style Guide, Cambridge University Press, Cambridge, UK, 1995

· Victoria University of Technology, Valerie Johnson, Guide to listing sources part 3, last revised 12 November 2001, viewed 11 January 2007, http://tls.vu.edu.edu.au/SLS/slu/ReadingWriting/Referencing/RefIntro.htm
The sections 10 – 13 have been adapted from the Commonwealth Government of Australia, Style manual for authors, editors and printers, 6th edition, revised by Snooks and Co, Australia, 2002. It also draws on Victoria University of Technology, Valerie Johnson, Guide to listing sources part 3, last revised 12th November 2001,viewed 11 January 2007, http://tls.vu.edu.au/SLS/slu/ReadingWriting/Referencing/RefIntro.htm.

�





Primary sources


Art objects


Documents


Letters


Catalogues





Tertiary sources


Most Internet sources


Encyclopedia entries


Art survey books








� Just as you are checking this footnote now. As you can see, footnote text is size 10, as opposed to the main text, which is size 11.


� Image reproduced from  Charles Beauchamp, Life in nineteenth century Adelaide, Rigby, Adelaide, 1999, p.20


� Samuel Smith, Botanic gardens, Adelaide, 1877, oil on canvas, 15.00 x 23.15 cm, National Gallery of Australia
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